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ENGLISH 4760: TECHNICAL EDITING AND DOCUMENT DESIGN 
Instructor: Dr. Terri Fredrick 
Office: Coleman Hall 3070 
Contact Info: tafredrick@eiu.edu or 581-6289 
Office hours: MWF 11-12; 1-2 and by appointment 
INSTRUCTIONAL GOALS AND OBJECTIVES 
This course addresses two issues that are essential to effective professional communication--editing 
and document design. An important connection between both of these issues is that editors and 
designers work with texts they have not written. Initially, working with another writer's text may be 
challenging for college students who are used to the individual model of writing typically associated 
with higher education. Editors and designers must learn how to affect positive, and often significant, 
changes to a document, while respecting the writer's continued "ownership" of that document. 
Editing refers to the range of tasks you may be asked to complete in your professional career (even if 
you work primarily as a writer rather than editor). Copyediting involves line-by-line editing for 
consistency, spelling, grammar, punctuation, and (sometimes) style. Comprehensive editing, on the 
other hand, involves editing for global issues such as content, organization, and style. We will 
practice both types of editing as part of this course. In all cases, professional editors must be aware of 
a basic paradox affecting their work. On the one hand, editing is based not on intuition about 
language, but on specific expertise in the areas of grammar, punctuation, spelling, style, and 
organization. For this reason, we will use professional terminology; field-specific copyediting marks; 
and conventions of grammar, style, and organization in this course. On the other hand, the most 
effective editing addresses the rhetorical situation, even when those needs violate " rules." In this 
course, you will have several opportunities to edit for specific purposes and audiences. 
Document design refers to the design of technical/professional information. Professional writers are 
not graphic designers, but with increasing software capabilities, many professional writers engage in 
document design. As with technical editing, document design draws not just on aesthetics (what 
looks attractive), but on professional understanding of design principles and perception science as 
well as the ability to analyze the rhetorical situation for which you are designing. 
The specific objectives for the course are as follows: 
• Develop professional language for discussing editing and document design 
• Copyedit effectively for grammar, punctuation, spelling, and consistency 
• Edit documents globally for organization, content, style, and document design 
• Implement principles of effective text-based and graphical document design 
• Adapt editing and document design work to specific rhetorical situations 
• Develop effective strategies for working with writers, colleagues, and clients 
• Develop ability to use Office and Indesign for editing and document design 
A note to graduate students: As graduate students in a cross-listed course, you are expected to meet a 
higher standard of both theory and practice. Your specific requirements will differ from those of the 
undergraduates in three ways: (1) you will write a report on issues in professional editing, (2) you 
will be given different texts and data to work with on two of the document design assignments, and 
(3) you will serve as the project managers for our class project at the end of the semester. 
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REQUIRED MATERIALS 
• Rude, Carolyn. Technical Editing, 4th edition 
• Kostelnick, Charles and David Roberts, Designing Visual Language 
• A good quality dictionary 
• A handbook of grammar and usage (the more comprehensive, the better) 
• Recommended: A style guide (see pages 132-4 of Rude for a list) 
• Recommended: A USB "thumb" drive (also known as "jump" or "flash" drives). 
COURSE REQUIREMENTS 
Homework and Class Exercises: Throughout the semester, you will be asked to complete 
individually or in groups the exercises from our textbooks. We will go over most of these exercises 
in class. They will not be graded, but will receive points for completeness. 
Copyediting and editing for style assignments: In the first half of the semester, you will do line-by-
line editing of four documents. These assignments will apply the skills from our readings and 
exercises and will receive individual grades. Evaluation criteria: correct use of markup symbols; 
ability to identify and correct errors in grammar, punctuation, and spelling; ability to edit for 
consistency and style; legibility and clarity of editing 
Copyediting exam: Students who do not receive at least a "C" on this exam must retake it. 
Comprehensive editing projects: You will comprehensively edit two projects: one hypothetical and 
the other a classmate's. Evaluation criteria: ability to identify and edit for comprehensive issues, 
ability to work effectively with writers, basic writing ability, professionalism. 
Design analysis report: You will analyze a document of your choice for document design principles. 
Before submission, this report will be comprehensively edited by a classmate. Evaluation criteria: 
Ability to identify and assess design principles; basic writing ability 
Text design: Using the principles of document design, you will design given information into a 
single page of text. Evaluation criteria: ability to apply design principles, adaptation to audience and 
purpose, clarity, professionalism, ability to use software effectively 
Data display: Using the principles of document design, you will design given information into a 
series of tables and/or graphs to make up a complete data display. Evaluation criteria: ability to apply 
design principles, adaptation to audience and purpose, clarity, ability to use software effectively 
HERC wellness guide: We will spend the final portion of the semester working on a client project 
for the Health Education Resource Center (HERC) on campus. The project is a wellness guide 
targeted toward next year's freshman class. The articles for this guide have already been drafted by a 
previous professional writing class. These articles will need to be comprehensively edited based on 
feedback from our client (Rachel Fisher of the HERC) and then copyedited. In addition, the class will 
design and construct the wellness guide itself. Evaluation criteria: ability to work with clients and 
colleagues, comprehensive editing, copyediting, ability to apply design principles, adaptation to 
audience and purpose, ability to use software effectively 
Current issues in the field of editing report [grad students only]: Drawing on five academic 
articles or books, you will write a brief report describing one or more important issues in the field of 
editing. Evaluation criteria: appropriateness and relevance of sources, ability to synthesize research, 
effective writing ability 
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ASSESSMENT BREAKDOWN 
AssigQment Due date 
Variable Homework 
Assignment 4.1 
Assignment 9.1 
______ , __ 
Note: 
Co editing exam 
TE p. 246-7 #1 
Assignment 16.1 
Peer edit 
Design analysis report 
Text design 
Data dis la,Y. 
HERC project 
Design proposal 
Individual contributions 
Grou ade 
Jan 22 
Jan 26 
Feb02 
Feb 09 
Feb 12 
Feb 19 
Feb 26 
Mar21 
Mar23 
Apr02 
A r09 
AprJ3 
Variable 
Variable 
GA. grade 
undergrads 
5 
JO 
JO 
10 
2.5 
2.5 
5 
10 
5 
10 
10 
25 
%grade 
ads 
6 
2 
5 
10 
5 
10 
10 
10 
25 
5 
JO 
JO 
I reserve the right to make additions and alterations to this assessment breakdown should the need 
arise. Students will be informed in class and in writing prior to any changes being made. 
WRITING INTENSIVE COURSE 
There are two assignments from this course-the editing letter or the design analysis report-that 
may be submitted as your sophomore or junior-level required pieces to the Electronic Writing 
Portfolio (EWP). If you choose to submit a writing assignment from this course, you must do so 
before the end of the semester. Please visit the following web address for information on the 
submission process: <www .eiu.edu/~assess/electronic _ writing_portfol io l .htm>. 
ATTENDANCE: 
According to the Secretary's Commission on Achieving Necessary Skills published by the 
Department of Labor, the number one reason employers cite for firing young, post-collegiate 
employees is absence and tardiness. Contrary to popular belief, getting out of bed and to work on 
time does not magically become easier after graduation, so this course offers you an excellent 
opportunity to "practice" the professional skill of prompt attendance. Furthermore, since the 
concept of "excused absences" does not exist in the workplace (you're either there doing your 
job, or you're using your vacation/sick time), we have no protocol for excused and unexcused 
absences in this class. I assume you will be in class whenever it is possible for you to be here. 
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Since developing the ability to edit and design effectively requires extensive practice and 
collaboration, the majority of our class time will be devoted to working together on important 
editing and design issues that will be applied in the projects and exam. Although in-class 
exercises will not be graded, you will receive points for completing them. These exercises may 
not be made up outside of class. A few more specifics on attendance: 
• During the HERC project, you may miss no more than one class period. Each additional 
absence on a day when we work on the project will reduce your semester grade by 2%. 
• Even if you must miss class, you are expected to meet assignment deadlines. 
• If you must miss class, contact a classmate for missed work and answers to exercises. 
DEADLINES 
Due dates for homework and assignments are listed on the course syllabus. 
• Homework (due dates listed as Read, Complete, or Bring) must be submitted by the beginning of 
class time on the date listed. Late work (even by 10-15 minutes) will not be accepted. 
• Projects must be submitted by the end of the business day (4 p.m.) on the date listed. Late 
projects will be docked 5% each day until they are turned in. 
EXPECTED CONDUCT 
This class focuses on communicating in professional settings. In a workplace setting, certain types of 
conduct would be expected and outlined in a code of conduct. We have one here, too. In addition to 
the policies pertaining to attendance and deadlines, pay attention to the following course policies: 
• Class correspondence (i.e., emails you send to someone in the class, including me) should be 
written professionally and according to the expectations of the business world. 
• In this course, you will need to use advanced features of common software such as Microsoft 
Word and Excel as well as programs you may not have used before such as Indesign. I will 
give you advice and out-of-class assistance at your request, but I expect you to be willing to 
develop the software skills you need to complete projects effectively. 
• Keep multiple copies of all the work you produce for this class until the semester has ended. 
• Do not check email or Face book, surf the web, text message, etc. during class. 
• All projects must be submitted in order to pass the course. 
• Failures of academic integrity will not be tolerated. This includes copying homework or 
allowing your homework to be copied, plagiarizing someone else's words or ideas, failing to 
cite paraphrased or quoted sources correctly, or passing off work created for another class as 
work created for this course. According to English Department policy, I must (and will) assess 
grade consequences and report to Judicial Affairs any failures of academic integrity. lfyou 
have any questions regarding appropriate handling of sources, collaboration, or past work, talk 
with me before turning in an assignment. 
If circumstances arise that may impact your ability to maintain our course policies, address the 
situation as you would in the workplace-professionally, courteously, and in advance. 
INFORMATION FOR STUDENTS WITH DISABILITIES 
Most accommodations may be met easily in this class. If you have a documented disability and wish 
to receive academic accommodations, please contact the Office of Disability Services (581-6583) as 
soon as possible. 
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ENGLISH 4760: TECHNICAL EDITING AND DESIGN 
DAILY SYLLABUS 
TE= Technical Editing 
DVL =Designing Visual Language 
White rows = Coleman Hall 3210 (computer lab); Yellow rows = Coleman Hall 3140 
Jan 08 
Jan 10 
Jan 12 
Read: TE Ch 1 
Complete: TE p. 18 #2-3 
Read: TE Ch 2, 3 
Complete: TE p. 33 #3a 
Jan 15 No School - MLK, Jr Day 
Jan 17 
Jan 19 
Jan22 
Jan24 
Jan26 
Jan 29 
Jan 31 
Feb 02 
Feb 05 
Feb 07 
Feb 09 
Feb 12 
Feb 14 
Feb 16 
Feb 19 
Read: TE Ch4 
Complete: TE p. 63-4 #1 
Read: TE Ch 7 
Complete: TE p. 121 #1 
Read: TE Ch 8 
Complete: TE p. 138 #2 
Project: Assignment 4.1 
Read: TE Ch 9 
Complete: TE p. 150 #1 
Project: Assignment 9.1 
Read: TE Ch 10 
Complete: TE p. 169-70 # 5, 9 
Read: TE Ch 11 
Complete: TE p. 192 #1-2 
[Grad only] Project: Report 
Read: TE Ch 12 
Complete: TE p. 212 #1 
Read: TE Ch 13 
Complete: TE p. 226 #5 
Project: Assignment 11.1 
Read: TE Ch 14 
No School - Lincoln's birthday 
Read: TE Ch 15 
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IN-CLASS A;CTIVITY, 
Intro to course; computers 
Discuss types/goals of editors 
Discuss audiences and writers 
TE p. 64-5 #2 
TE p. 121 #2; p. 122-3 #6 
Discuss style manuals 
Start personal style guide 
TE p. 138 #3 
TE p. 150-1 #1-2, 6 
TE p. 168 #1-3 
TE p. 169-70 #6-6 
TEp.192-194 
TE p. 194-196 
TE p. 212-3 #2-6 
TE p. 225-7 #1-6 
Test Review 
Copyediting exam 
Discuss comprehensive editing 
TE p. 263-5 #1-8 
' l 
Spring 2007 
Project: TE p. 246-7 #1 
Feb 21 Read: TE Ch 16 TE p. 282-4 #1-4 
Complete: TE p. 283 #4 
Feb 23 Read: Ch 17 TE p. 301-2 #5-6 
Complete: TE p. 265 #9 
Feb 26 Bring: Project from Feb 19 TE p. 303 #8 
Project: Assignment 16.1 
Feb28 Read: DVL Ch 1 Discuss visual design principles 
Com12lete: DVL 12· 46 #4 
Mar02 Read: DVL Ch 2 DVL p. 76-77 #1-3; 6-7 
Complete: DVL p. 46 #3 
Mar05 Complete: DVL p. 77 #4 DVLp. 77E#5,A#l 
Mar07 Read: DVL Ch 3 DVL p. 110 #1 
Assign design analysis report 
Mar09 Bring: Design analysis document Work on design analysis 
f Spring BreaR. 
Mar 19 Bring: Complete draft analysis Discuss electronic editing 
Read: TE Ch 6 Exchange drafts 
Mar21 Project: Complete edit of draft (x2) DVL p. 154-157 exercises 
Read: DVL Ch 4 
Mar23 Project: Design analysis report Discuss text design 
Read: DVL Ch 5 Assign text design project 
Mar26 Read: DVL Ch 6 DVL p. 254-256 exercises 
Mar28 Read: TE Ch 25 Introduction to HERC project 
Mar30 Read: Articles for HERC project Team meeting, Indesign practice 
Apr02 Project: Text design Team meeting 
Apr04 [Grad only] Project: Style Guide Assign data displays 
Read: DVL Ch 7 
Apr06 Read: DVL Ch 10 Team design meeting; Editing 
Apr09 Project: Data display Editing 
Apr 11 Editing, design work 
Apr 13 Project: Design Proposal Editing 
Apr 16 TBA Work on class project 
Apr 18 TBA Work on class project 
Apr20 TBA Work on class project 
Apr23 TBA 
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Apr25 TBA Work on class project 
Apr27 Project: HERC manual Presentation to Rachel Fisher 
FINAL Time and Location TBA 
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